TDY i Long Term Authorization

Introduction This guide provides the procedures for enterihgrg Term Temporary
Duty Authorization intoaT PAX.

Information If you have not already done so, you should follow the help guide to p
your CAC card withTPAX.

Procedures

Step Action

1 Log into TPAX.
2 The TPAX Inboxwill display. Click theView drop-down and select if the

Authorizationis being entered by the Traveler or by Proxy.

Then Click theCreate Newdrop-down and seledhuthorization Request

oeaw, consre T-PAX Inbox View:

[Reservations] [Regulations] [Currency]

Profile and History » | Create New»  Tools» Help »

Authorization Request

Settlement Request nd
Advance Request ate

3 TheTravel Order Selectioscreenwill display.

Enter the Trael Order NumberTONO) for this authorization. Thenli€k the

Status | .. [Arrive
Origin At

Date

Auth

Created By Official Amount

Status.

Request
ID

Category

OK button.
LEnif ). Travel Order Selection Lol
Settlement
TONO: |13‘I?1‘I1AAA000000 |
Who
Order Number Category Start Date End Date Created | Date Obl. [~
Obl.
£ >
Select an existing order to amend or click the
OK button to create a new order 2 £ L

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued

Step Action

4 TheTravel OrdeDescription pagevill display. Select th&rade/Rank drop-
down and selectour current paygradeThen click theType of Order drop
down andselectDoc Typel3.

BEAR, COASTIE Travel Order View: Traveler

" Grade/Rank: " Order Number(s) Type of Order:

Doc Type 13 w
(= v]  [137111AAR000000 e Tie ]v]

Description  Whats Authorized  Remarks

* Purpose of Trip [site Visit M
Trip Name: [PPC SUFPORT | " Issue Date loii20t6
Max. Trips Allowed * Begin Date _4
lssuing Organization |7947400 | Number of Days
Paying Organization |794T4OD | * End Date _,]
Group Travel ]
Funds [coast Guard M

e | [ | [ ]

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued
Step Action
4 Completethe next section oinformation for the authorization as outlined beld

(cont)

BEAR, COASTIE

" Grade/Rank: " Order Number(s):

Travel Order

E4 ~] [1317111288000000

Description  Whats Authorized ~ Remarks

* Purpose of Trip Site Visit

Trip Name PPC SUPPORT

Max. Trips Allowed

lsguing Organization 7947400

Paying Organization 7347400

O

Group Travel

Funds Coast Guard

* Issue Date
* Begin Date

Mumber of Days

" End Date

View: Traveler

* Type of Order:
Doc Type 13 w

C—

12/31/2016 _]

‘ Save

Cancel ‘ ‘ Help ‘

Field

Description

Purpose of Trip

Defaults to Site Visit.
default option.

In most cases leave at

Trip Name

You may enter a specific identifier for the

authorization.

Issuing Organization/
Paying Organization

Defaults to your permanent duty statiOperating

Facilities Code.

Group Travel

Check the box if the authorization is for Group

Travel.

Funds

Defaults to Coast Guard. In most cases leave ¢

the default option.

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued
Step Action
4 Enter the remaining information for the authorizatsnoutlined belowWhen

(cont)

finished, click theNext button.

BEAR, COASTIE

" Grade/Rank " Order Number(s):

Travel Order View: Traveler

* Type of Order:

E4 v 1317111AAA000000 Doc Type 13 hd

Description What's Authorized Remarks
* Purpose of Trip [ Site Visit v

o Name ‘PPC T | * |ssue Date 09/01/2016 —

Max. Trips Allowsd " Begin Date 10/01/2016 g

Issuing Crganization ‘?94?400 | Number of Days E

Paying Organization [947400 | " Enc Date 1213112016 B

Group Travel D

Funds \Coast Guard v |

Next ‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘
Field Description
Issue Date Defaults to current date. Enter the dateTtNO
was issued.

Begin Date Enter the first day travel is to begin.

Number of Days

Enter thetotal number of days for travet oan be
left blank and will auto populate based on the E
Date entered in theent field.

End Date

Will auto populate if Number of Days field was
input a enter the travel Enddde

Continued on next page




TDY i Long Term Authorization, Continued

Procedures
continued

Step

Action

A

5 TheWh at 6 s

button.

will be identified in theauthorization for travel When finished, click th&lext

Atali willdisplay Ehd informatiomeededor this section

View: Traveler
BEAR, COASTIE Travel Order
© Grade/Rank: " Order Number(s) * Type of Order
Doc Type 13 ~
E4 W 1317111AAAD00000 S
Description  What's Authorized Remarks
Quarters Messing

[l covernment (Use Directed)
O contract quarters

[+ commercial Lodging

O oua Lodging

[ No Lodaing Required

] Government Rate (ilitary Only)
[ mess is Directed for ALL three meals

[ Proportional Rate Red. Per Diem
D Reduced per diem (Mil.) 0

[ Government Rate for Essential Meals
Red. Per Diem
0

Commercial (full locality per diem)

Reduced Per Diem Authorized (Civ.)

No Per Diem Authorized (Civ.) D Conference Per Diem (125%)

I:lActual Expense D Actual Expense Lodging Plus (150%)

|:| Super Actual Expense Lodging Plus (300%)

| Mode of Transportation || Briscellaneous I
M commercial Carrier Num Excess Bags I:l One phone/day
Gov't Owned Conveyance
[None <] D ofmicial comm_ Fees [ Personal Phone nTe |0
[ Govt Procured Transportation
O Leave Authorized [Cwvariations Authorizea
Priv. Owned Conveyance |Nune ~ \
O Regisiration Fee [ conference Fee [ raxi inaround
[[]eowv is more advantageous POV not to exceed GTR of: 7
to the Gow't D ] Remain overnight for
RON Lecation: [Click to enter RON Location |
[ rental car Rental Upgrade None v
| Back ‘ I Next I | Save | | Cancel | | Help |

Field

Description

Quarters

Select the appropriate type of quarters authorized.

Messing

Select the type of messing to be utilized.

Mode of
Transportation

Select the mode the travel will be performed. If Rental
Car is authorized at the TDY site, you must check the
Rental Car optin for reimbursement when filing a
settlement.

Miscellaneous

This section is used to identify other options that may &
authorized for the orders. Cheakthe applicable
authorizedoptions.

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued
Step Action
6 TheRemarkgabwill display. Enter anyRemarksto be recorded on the

authorization.When finished, click th&avebutton.

BEAR, COASTIE Travel Order

: COrder Number(s):
1317AAA111000000

" Grade/Rank:
E4 ~

Description What's Authorized Remarks

Crder Remarks:

View: Traveler

* Type of Order:
Doc Type 13 v

LT TDY TO PPC TOPEKA FOR RESERVE TITLE 10 FIELD

ISUPPORT IN CUSTOMER SERVICE BRANCH.

I Save

Cancel

| | e |

The Entitlementgab will display. Click theAdd This Entitlement button.

BEAR, COASTIE Authorization Request View: Traveler
TONO: 1317111AAADD0000
Type of order: | Doc Type 13 | Coveredfrom: [ _10/1/2016 | to: [ 12/31/2016 |
Type of Transaction Authorization ' Onginal Order
Entitlements Computations Financial Remarks
l ] Entitlement Type ] Dates Encompassed ] Status ] ] ]
| Temporary Duty Trip v | I <= Add This Entitlement I‘
‘ Next ‘ ‘ Manage Images ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued
Step Action
8 TheWh at 6 s Atalwill displayz BhdOwner Operator of POV box

will be auto checked. This field must be checked to ensure reimbursement

any POV travel necessary in the execution of the orders.

Click the Transportation Restrictions drop-down and select the primaryoahe

of travel athorized. When finished, click thé&lext button.

BEAR, COASTIE Temporary Duty Trip

] Proceed Date: 10/1/2016

Number of Days: 92
Type of order: | Doc Type 13 | End Date: 12312016

TONO: | 1317111AAA000000

What's Authorized Itinerary Reimbursables

I Owner operator of POVI

Transportation Restrictions |POC More Advantageous to the Government
Advantageous

POC Limited to Cost of Constructed Travel

POC in Lieu of Gov't Veh (Avail - Not Assigned)

POC in Lieu of Gov't Veh (Avail - Assigned to Agency)

Commercial (Rail/Air/Bus/Ship) Authorized

Government (Air/Vehicle/Ship) Authorized

Remarks Directed Government Air

Remarks Directed Government Vehicle

Remarks Directed Travel by Air

Next Accept Changes || Cancel ” Help |

Continued on next page




TDY i Long Term Authorization, Continued

Procedures

continued

Step

Action

9

Theltinerarytabwill display. Click theDuration of travel drop-down and
select theGreater than or equal to 24 hoursoption. Thenclick the Add/Edit
Trip Itinerary button.

BEAR, COASTIE View: Traveler

Temporary Duty Trip

. 107172016
TONO: [ 1317111AAAODO000 | Rioceediuate:
Number of Days: 92
Type of order: | Doc Type 13 | End Date: | 12/31/2016
What's Authorized Itinerary Reimbursables

Duration of travel:§ Greater than or equal to 24 hours

Greater than or egual to 24 hours
Less than 24 hours with lodging Local?
Less than 24 hours no lodging flethod
Less than or equal to 12 hours

Lodging l Meals

AE% Lodging Taxes Miles l

Add / Edit Trip Itinerary

‘ Back ‘ ‘ Next ‘ ‘ Accept Changes

‘ Cancel H Help ‘

10

Theltinerary page will display. Entethetravel details.

Departure Datei Defaults to the date originalgntered when creating the
authorization.

Duty Day i Defaults to the correct settindpo NOT edit this field anywhere
in the itinerary.

BEAR, COASTIE

Itine rary View: Traveler
TONO: 1317111AAA000000

- Trans Duty Local? 3 - .
Date | l Location Reason pay | 'DL l Method Lodging | Meals AE% Lodging Taxes Miles | l
i B Departure Location (click to egn; Method of Reimbursement: Daily Ldg Cost
[Click to enter departure location... | Is Local ‘ LDP - Lodging Plus ~ | 0
l10.’01f2015 d‘
Method of Ti riatl
ethod of Transpertation Lodging Tax
l ™1 buty Day I [cP - commercial Plane ~|
Lodging Type:
T o i e CQ - Comm'l Qtrs Incidental Expense Full v
Arrival Date: [Click 1o enter arrival location... |
10/0172016 _I Reason for Stop:
[AD - Authorized Delay v Meals Type:
[ outy pay [CM - Commercial Meals ~] || Miles:
0
Accept Leg ‘ ‘ Cancel Changes

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued
Step Action
10 Click the link in theDeparture Location.
(Cont) BEAR, COASTIE |tinerary View: Traveler
TONO: 1317111AAADD0000
Date l ] Location | prats | DuW | oL ] pocal? | Lodging l Meals AE% Lodging Taxes Miles l ]
ErEIrE T Departure Location (click to edit) . I Method of Reimbursement: Daily Ldg Cost
. |[E2102 Sain Louls_ M0, ST Louis Cif Is Local [LoP - Lodging Plus V] 0

[worave 1 Lo |

Method of Transportation AT
[ Duty Day ‘CP—Cummermal Plane V‘
Lodging Type:

ArivalLocaton (e o ea0 CQ - Comm'l Qtrs Incidental Expense Full v \

Arrival Date: [Click to enter amival location... ]

_] Reason for Stop
[AD - Authorized Delay v Meals Type:

[ outy pay [CM - Commercial Meals || Mies:
0
‘ Accept Leg ‘ ‘ Cancel Changes

Enter the information using the chart belowhen finished, click théccept
button.

Depart Location for this leg of travel

Country / State: cconus conus Zip Code [/ City:
MO MISSOURI 163102 Saint Louis
MO MISSOURI v Saint Louis, St Louis City v |

County  Locality:

[ST LOUIS /ST LOUIS COUNTY |

| ST LOUIS /1 8T LOUIS COUNT |

Accept Cancel

Field Description

Country State Enter the two letter abbreviatidor the country/state or
click the dropdown and chose an option.

Zip Code/City Enter the city name or zip code, then hit the Tab key.
information will auto populatelf the auto populated
information is NOT accurate, click tlp Code/City
drop davn and chose an option.

Country/Locality | Will auto populate based on the data entered in the
previous fields.

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued

Step Action
10 Click theMethod of Transportation drop-down and selediow travel will be
(cont) | performed

BEAR, COASTIE View:  Traveler
AF-- Alaskan Ferry System

LRI RL G CA - Commercial Auto
CH - Commercial Bus
CF - Commercial Plane
Date Location iy Duty | 1oy Lol - Gommercial Feail < oo ME% Lodging Taxes Miles
Reason Day Mety ~ " i
S - Change Status -
CM - Commercial Viessel
Departure Location (cick to edit) 34 - Government Adto emant Daily Lig Cost
“,—D““"”‘* 08 - Gavemmont Bus 2l |
1012016 | GM - Government Matorcycle
Methad of Transpostation GF - Government Flane

et Wil - - - - - - - - - Tax:
GR - Govemment Rail Lodging

[EA- Frivais Auio v .
0wty Day || gV - Government Veseel o

PA - Privale AU —

PA-Private e |
Riival Locaton (Chek 18 ea) PM - Private Motorcycle peidental Expensa Ful v

: = PF.- Private Plane '
Arrival Date : E:On; ::fl;:: val lotahon ] P\ Private Vessel |
V012016 IJ‘ TB-- Govl. Proc. Bus
[AD - Authorized Detay ™ TR Govt Proc. Plane """ "7 777
Clouy Day TR~ Govt. Proc. Rall eals ] | ——
Tv:- Govt, Proc, Vessel a

Accept Leg | | Cancel Changes

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued
Step Action
10 Then click the link in thé\rrival Location .
BEAR, COASTIE 3 View: Traveler
(cont) Itinerary
TONO: 1317111AAA000000
Date l ] Location Raons %"ﬂ‘)‘[ IDL ] pocal? | Lodging ] Meals AE% Lodging Taxes Miles ] ]
Boamiime Taiz Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
- [63102 Saint Louis, MO, St Louis City | s Local | LDP - Lodaing Plus ~ | a1
[ 23 Lo
Method of Transportation i T
[+ Duty Day |PA - Private Auto v ‘
Lodging Type:
Al Location Tciick o edit CQ - Comm'l Qirs Incidental Expense Full v |
Arrival Date:
4] Reason for Stop:
[AD - Autnorized Delay M Meals Type:  MAIE" 51
[ puty bay CM - Commercial Meals ~ || Miles:
309

‘ Accept Leg

‘ ‘ Cancel Changes

Enter the information using the chart belowhen finished, click théccept

button.

Arrive Location for this leg of travel

Country / State: cconus conus Zip Code [ City:
KS KAMSAS 66683 Topeka, Shawnee
KS KANSAS h | 66683 Topeka, Shawnee ~
County / Locality:
[TOPEKA / SHAWNEE |
[ TOPEKA I SHAWNEE v
Accept Cancel
Field Description
Country State Enter the two letter abbreviation for the country/state ¢

click the dropdown and chose an option.

Zip Code/City

Enter the city name or zip code, then hit the Tab key.
information will auto populatelf the auto populated
information is NOT accurate, click tiz@p Code/City
drop down and chose an option.

Country/Locality

Will auto populate based on the data entered in the
previous fields.

Continued on next page



TDY i Long Term Authorization, Continued

Procedures

continued

Step

Action

11

Click theReason for Stopdrop-down and make a selectioflick thels Local
check box. This will ensure reimbursement for local mileage.

BEAR, COASTIE |ti nera View:  Traveler
TONO: 1317111AAA000000 ry
Trans Duty Local?
Date ‘ I Location eason Day | IDL | Method Lodging ‘ Meals AE% Lodging Taxes Miles | |
Departure Location (click to edit) Methed of Reimbursement: Daily Ldg Cost
Sopaiup Odig [63102 Saint Louis, MO, St Louis City | I~ [LDP - Lodging Pl |
, MO, ) Is Local - Lodging Plus v 91
100012016 |2 ‘
. [Methud of Transportation: ‘ Lodging Tax:
PA - Private Auto v
BLylEy 'AD - Authorized Delay
AR - Authorized Retum Home ing Type:
AT - Awaiting T rtat R Y
Arrival Location (cick 1o edl) a CvéaT‘ Eegavéaﬂsnﬂ ation Comm'l Qtrs Incidental Expense Full v]
. = ES - Enroute Stop Cver
Arrival Date: |f L hawn V- Leave
eason for Stoj MC - Mission Complete
10012016 | P NT - Non-taxanle TOY . :
I TD_ Temporary Duty VI TD - Temporary Duly Type: M&IE: 51
[ puty Day CM - Commercial Meals v Miles
309
I AcceptLeg ‘ [ Cancel Changes

12

Click theMethod of Reimbursementand select the lodging authorizelh this
example, selectingFLT will auto default the Lodging Type to CQ and the

Meals Type to CM. Depending on the Method of Reimbursement selected
may need to select the Lodging Type and Meals Type.

TheDaily Lodging Costidentifies the maximum reimbursement authorized.

TheMiles will auto populate the calculated POC miles authorized to be
reimbursed.When finished, click théccept Legbutton.

BEAR, COASTIE
TONO: 1317111AAA000000

Itinerary

View: T

ome ||

AE - Actual Expense Allow (Itemize)
AELP - Actual Expense Allow Lodging Plus
AF - Alaskan Ferry

Location

BOOT - Boot Camp

Departure Date

[fo02076 28

CEFP - Corps of Eng. Floating Plant
CONF - Conference (125% inc for lodging)
FD - Field Duty

Departure Location (cli
3102 Saint Louis, M ~TRate T

FLPD - Flat Per Diem

FMLT - Flat Rate MIE Long Term TDY

GRP - Group Travel

GS - Government Ship

GSPD - Government Ship at PDS

Method of Transportati{

HMPT - Home Port

@ Duty Day PA - Private Auto
Arrival Location (click t
Arrival Date: [6683 Topeka, KS. Sn|
__,1] Reason for Stop:
TD - Temporary Duty
| Duty Day

ILPP - LDP Lodging Plus ILPP

INP - Inpatient in Hospital

INPO - Inpatient Outside of Hospital
LDGO - No Per Diem/Lodging Authorized
LDP - Lodging Plus

NOPD - No Per Diem

RedP - Reduced Fixed Diem

REH - Rehabilitation Center

SD - Sea Duty

SP - Shore Patrol

UNP - UN Peace Keeping

raveler

ging Iumsl AE% Lodging

||

Method of Reimbursement

Daily Ldg Cost
I 91 I

FFLT - Flat Rate Full Long Term TDY v
AE % Lodging Tax
ing Type.
€Q - Commercial Quarters |
Meals Type:  M&IE: 51.00
CM - Commercial Meals v Miles:
309

I Accept Leg I ’ Cancel Changes

Continued on next page




TDY i Long Term Authorization, Continued

Procedures
continued

Step Action

13 The first leg of the itinerary is complete and will display at the top of the se
Next enter the return leg of travel to be performed upon completion of the L
TDY

The Departuresection will default th&eparture Date, Departure Location
andMethod of Transportation previously identified.

BEAR, COASTIE |t| ne rary View: Traveler
TONO: 1317111AAAD00000
- Trans | Duty Local? o a r
Date Location Reason | Day IDL Method Lodging | Meals AE% Lodging Taxes Miles
— - - o o
10172016 | DEP 63102 SathE{‘f;tlj MO, St Louis PA v
10172016 | ARR | 5555 opeicr ks, Shawnee | T | o FLPD o [ e
Departure Location (click to edif Method of Reimbursement )
Departure Date P ¢ ) Daily Ldg Cost
. [F6B23 Topeka, KS, Shawnee | [1s Local v 0
1203172016 |
Method of Transportation A
[ Duty Day [PA-Private Auto ~|
Lodging Type: g
Arrival Location (click to edit) e
Arrival Date [Click to enter arrival location.. |
J Reason for Stop:
‘MC - Mission Complete v | Meals Type:
[ outy Day CM - Commercial Meals v Miles:
Accept Leg ‘ ‘ Cancel Changes

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued

Step

Action

13 Then click the link in thé\rrival Location .

(cont)

View: Traveler

BEAR, COASTIE It-
ineral
TONO: 1317111AAA000000 ry
- Trans |Duty Local? _ ~ _
Date Location Reason | Day DL Method Lodging Meals AE% Lodging Taxes Miles
101172016 | DEP 63102 EaintL%ﬁ,MO St Louis BA v
101172016 | ARR | papay Topeka, KS, Shawnee ™ v FLPD CM II'
Departure Date Departure Location (click to edit) Method of Reimbursement Daily Ldg Cost
e 6683 Topeka, KS, Shawnee [is Local e 0
12312016 [l
Method of Transpertation: e T
[ outy Day [PA - Private Auto V]
Lodging Type: 0
Arrival Location (click to edit) v
Arrival Date Ellck 1o enter arrival location...
1273172016 [l Reason forStop
|MC - Mission Complete v Meals Type:
[ Duty Day CM - Commercial Meals v Miles:
| Accept Leg | ‘ Cancel Changes

button.

Enter the information using the chart belowhen finished, click théccept

Country / State:

Arrive Location for this leg of travel

OGONUE CONUS

Zip Code [ City:

MO MISSOURI

63102 Saint Louis, 5t Louis City

MO MISSCURI

63101 Saint Louis, St Louis Cit}r

County f Locality:

[ST LOUIS I ST LOUIS COUNTY |

v

Accept

Cancel

Field

Description

Enter the two letter abbreviation for the country/state or clicl

Country State

the dropdownand chose an option.

Zip Code/City

Enter the city name or zip code, then hit the Tab key. The
information will auto populate. If the auto populated
information is NOT accurate, click tizp Code/City drop

down and chose an option.

Country/Locality

Will auto populate based on the data entered in the previou

fields.

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued

Step Action

13 Click theReason for Stopdrop-downselectan option The POC miles will
(cont) | auto populate with the number of miles to be reimbursed. The number of 11
may be slightly different from the travel to the TDY si#&hen finished, click
the Accept Legbutton.

BEAR, COASTIE "inerary View:  Traveler
TONO: 1317111AAA000000
- T D Local? = _
Date Location REeeal DI:‘yy IDL | yediog| Lodging | Meals AE% Lodging Taxes Miles
1012016 | pep | 63102 Saint L%.::;, MO, St Louis PA w |
10112016 [ARR | 6603 Topeka, KS, Shawnee ™ v FRLT | ©Q oM
Departure Date Departure Location (click to edit) Method of Reimbursement Daily Ldg Cost
. [F6683 Topeka, KS_ Shawnee | [lis Local v 0
: Method of Ti riati
ethod of Transportation i
[Jouty pay [PA - Private Auto | [AD - Authorzed Delay 0
AR - Authorized Return Home
Arrival Location (click to edit) éTF - ’?:V(‘;?r‘t:f‘g Transportation 4
. - eave
Arrival Date: 3101 Sfe:]\ntSLouws. MO.Stlous vl [FS _ Enroute Stop Over
12/3172016 |4l [Reason for Stop - Leave
MC - Mission Complete v IE: 54.00
[ buty Da - Non-taxable TDY Meals v Miles
*y Day '|I'I|3 - Temporary Duty 310
I Accept Leg I | Cancel Changes

14 The second legf the Itinerary is complete and will display at the top of the
page. Click theAccept Changesutton.

BEAR, COASTIE |t| ne rary View: Traveler
TONO: 1317111AAA000000
5 Trans |Duty Local? _ _ _
Date Location Reason | Day | 'CL | Method | L040InG |Meals AE% Lodging Taxes Miles
101016 | pep | 63102 Saint L%UI{; MO, Stlouis | o, | [ it |y
10A2018 | ARR | coron 10noio ks, Shawnee o | FLPD cM | [0 |[e100 Insert
66683 Topeka, KS, Shawnee
12/31/2016 | DEP T f PA Edit
63107 Saint Louis, MO, St Louis Del
12/31/2016 | ARR City MC NLG o] Insert

I Accept Changes I ‘ Cancel Changes

e |

15 You will receive the followingVarning. This is a system note that members
performing LT TDY may be entitled to LT Flat Rate Per Diem. Click@ie
button.

‘WarningThe following date ranges may be covered under the
rules governing Long Term Flat Rate Per Diem 10/1/2016 to
12/31/2016

=

Continued on next page



TDY i Long Term Authorization, Continued

Procedures
continued
Step Action
16 Theltinerary tabwill display. Click theNext button.

[ ]

17

TheReimbursablesabwill display. Click the Add/Edit Trip Expenses button

to enter anyanticipatedeimbursable expenses.

Continued on next page



